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1 PurchasingOperations

11Overview

ThepurposeofthismanualistoestablishuniformpoliciesandproceduresthatcanbereferencedbyCitydepartments
whentheneedtopurchasegoodsand orservicesisrequired

Theinformationprovidedisnottorestricttheeffectivenessoftheindividualsinvolvedinthedaytodayactivities
relatedtothepurchasingofgoodsandservices buttoprovideafoundationforeffective consistentandfair
purchasingpracticesandhelpensurecompliancewithpurchasinglaws regulationsandprocedures

Departmentsarestronglyencouragedtoutilizethismanualasneededanditisintendedtobeusedasaguideand
resource

12ResponsibilitiesofPurchasing

Purchasingisdelegatedtheresponsibilityto

Ensureadherencetoallpurchasinglaws regulationsandprocedures
Providegoodsandservicesatthelowestprice consistentwithqualityandperformancerequirements from
capablevendorsand orserviceproviders
Obtainmaximumsavingsusingvalueaddedtechniques
Administerthepurchasingandcontractingfunctionswithinternalefficiency

2PurchasingMethods

21 Overview

Purchasingmethodsaretheproceduresusedbythepurchasingentitytoacquiregoodsandservices Thesemethods
canbecompetitiveornoncompetitive Thetypeofpurchasingmethodistypicallydeterminedbyvariousfactors
including butnotlimitedto federal stateorlocalregulations monetarythresholds and orthetypeofpurchase
thatisbeingmade

22 Micro SmallPurchases

Purchaseofmaterials suppliesorequipmentlessthan 2500 Thematerial supplyorequipmentmustbea
commercialproductorservicepricedandsoldinsubstantialquantitiestothegeneralpublic Thereisnorequirement
forcompetition andcostreasonablenesswillbedeterminedbytheDirectorofFinancebasedonexperiencewith
similarorliketransactions

Thistypeofpurchasingisconductedbythesubmissionofapurchaserequisitionbytherequestingdepartmentand
theissuanceofapurchaseorder PO bytheDepartmentofFinance
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23Quotes

Quotesarerequiredforthefollowingtypesofpurchasesbasedonestimatedcostofthepurchase
1 Materials Supplies Equipment 2500to 29999
2 ProfessionalServices 0 2000000inannualvalueinaccordancewithArticleVI Professional

ServiceContractsintheCityofCovingtonCodeofOrdinances
3 Nonprofessionalservices 2500 29999
4 PublicWorksProjects Anyamountupto 249999

Thereisarequirementforcompetitionandeveryeffortwillmadetoobtainatleastthree 3 written emailed or
faxedquotes Quotescanbedirectlysolicitedand orpubliclyadvertised

Inordertoensureconsistencyinobtainingquotes requestingdepartmentsshallprovidewrittenspecificationstothe
PurchasingAgentforusewhenvendorsaresolicitedforquotes

Thelowestresponsibleandresponsivequoteshallbeawarded

24Bids

Thepurposeandintentionofabidistoobtaingoodsandservicesatthelowestpricesbystimulatingcompetition
andbypreventingfavoritism Bidsarerequiredfor

1 Materials suppliesandequipment 30000greaterthanorequalto
2 Publicworksprojects 250000greaterthanorequalto

Bidsrequireadvertisingintheofficialjournaltoensureadequatecompetition Advertisinginotherlargercirculation
newspapersorvenuesmaybesuggestedandorrequired Allspecifications performancerequirements andcontract
termsmustbeincludedinthebidsolicitationdocuments

Bidsshallbesubmittedinasealedenvelopeandarethenpubliclyopenedandreadaloudontheappointeddayand
timeasstatedintheadvertisement Thelowestresponsiveandresponsiblebidderwhobestmeetsallrequirements
shallbeawardedthebid

25RequestforProposals RequestforQualifications

RequestforProposals

TheRequestforProposals RFP methodofpurchasing canbeusedforhighlytechnicalequipmentorcomplex
services However thispurchasingmethodcanalsobeusedforawidevarietyofservices Someexamplesinclude
butarenotlimitedto consultingservices feasibilitystudies constructionmanagementservices maintenancerepair
services softwareprogramming computermainframes scientific researchequipment etc RFPscannotbeusedfor
purchasingofArchitecturalandEngineering A E designservices

EvaluationcriteriamustbeestablishedandincludedintheRFP Evaluationcriteriaincludes price asonecriterion
Inaddition RFPsstatethatratesaresubjecttonegotiation Ifanagreementcannotbenegotiatedwiththetopranked
firm negotiationswillbeginwiththenextrankedfirm

Allprofessionalservices essentialservicesandmostA EnondesignservicesshouldusetheRFPmethodof
solicitation forallservices thatexceedthepricethresholdsoutlinedinSection23 withpriceasanevaluation
criterion
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TheRFPprocesswillfollowthestepsbelow

1AftertheRFPhasbeenopened anevaluationteamwillrateeachoftheproposalsaccordingtothewritten
criteriaandranktheproposalsaccordingthefirmsabilitytomeetorexceedthosecriteria

2Purchasingmakesa recommendation foraward to theChiefAdministrative Officer CAO based on the
overallrankingsbytheevaluationteam Theevaluationscoringsheetsandscoretabulationsheetshallbe
provided to the CAO along with the Directors recommendation Purchasing shall also identify factors
termsorrateswhichshouldbenegotiated Ifthetoprankedfirmisnotrecommendedorselected awritten
explanationshallbeprovidedtotheCAOandkeptinthepurchasingfile

3TheCAOwillprovidearecommendationtotheMayor andupontheMayorsapproval Purchasingwillbegin
contractnegotiations

RequestforQualifications

TheRequestforQualifications RFQ methodofpurchasingmustbeusedforA Edesignservices UndertheRFQ
method theselectionismadeonthebasisofcompetenceandqualificationsforafairandreasonableprice Contract
ratesforRFQselectionsshallbeestablishedbynegotiation

EvaluationcriteriaareestablishedandincludedintheRFQforallservicesthatexceedthepricethresholdsoutlined
inSection23 EvaluationcriteriacannotincludepriceasafactorinanRFQ

1 AftertheRFQhasbeenopened anevaluationteamwillrateeachoftheresponsesaccordingtothewritten
criteriaandranktheresponsesaccordingtothefirmsabilitytomeetorexceedthosecriteria

2 PurchasingmakesarecommendationtotheCAObasedontheoverallrankingsoftheevaluationteam The
evaluationscoringsheetsandscoretabulationsheetshallbeprovidedtotheCAOalongwithpurchasings
recommendation Purchasingshallalsoidentifyfactors termsorrateswhichshouldbenegotiatedifdeemed
necessary Ifthetoprankedfirmisnotrecommendedorselected awrittenexplanationshallbeprovidedto
theCAOandkeptinthepurchasingFile

3 TheCAOwillprovidearecommendationtotheMayor andupontheMayorsapproval Purchasingwillbegin
contractnegotiations ifdeemednecessarybytherequestingdepartment

RFPvs RFQ

ThetablebelowwilldefinewhentheuseaRFPandwhentouseaRFQ

TypeofService RFP RFQ

NonProfessional EssentialServices

ProfessionalServices A Edesignservices Design conceptualdesigns plans
specificationsforbiddingdocuments

ProfessionalServices A Enondesignservices Studies investigations surveyingand
mapping testing evaluations consultations comprehensiveplanning program
management constructionphaseservices soilsengineering drawingreviews preparationof
operatingandmaintenancemanuals otherrelatedservices

Page 4



26PiggyBack

ApiggybackpurchaseisonewheretheCitypurchasesgoodsusinganotherpublicentityscontractprices TheCityis
requiredtoobtaindocumentationfromtheotherpublicentitythatclearlydemonstratesthecontractwassecured
properlyandisaviablecontract Thepricepaidbythepublicentitymustbethesameasthecontractsprice Piggy
backpurchasescanonlybeusedformaterials supplies andequipment

DepartmentsareabletouseapiggybackcontractbyinitiatingtherequestthroughthePurchasingAgentandmust
intendtoacquiregoodswiththesamespecifications make model color size etc

Purchasingwill

1 Obtainwrittenauthorizationfromthepublicentitytouseitscontract whenapplicable
2 Obtaindocumentationthattheotherentityscontractwasproperlyprocured ex copyofthepublicentitys

contract copyofthebiddingdocuments etc
3 Notifytherequestingdepartmenttosubmitapurchaserequisition and
4 GenerateaPOandplacetheorderwiththevendor serviceproviderawardedthepublicentityscontracton

whichtheCityintendstopiggyback

27SoleSourcePurchasing

Solesourcepurchasingarethosepurchasingwheretwoormoreoffersorquotesarenotobtaineddueto lackof
responsetoadequateadvertising lackofqualifiedfirmstoprovidethegoodorservice orthenecessityofhavingthe
originalequipmentmanufacturerperformthework equipmentrepairsandmaintenance

Solesourcepurchasingrequirea SoleSourceJustification narrativewhichexplainstheconditionsandor
circumstancesleadingtothesolesourcepurchasingandshallbekeptonfilewithPurchasing SoleSourceJustification
shallbepreparedbytherequestingdepartmentandprovide ataminimum thefollowinginformation

1 TheeffortstakenbytheCity toattractmorethanonevendor ie numberoftimesadvertisedand
publicationname numberofvendorsdirectlysolicited etc

2 Theneedfortheoriginalequipmentmanufacturertoperformtheworkorprovidethegood supply part
3 Theoriginalpriceoffered
4 Costanalysisoftheelementsofcost directcosts overheadcosts andprofit ifapplicable and
5 Negotiationproceduresconductedandresultsofnegotiation ifapplicable

28EmergencyPurchases

Emergencyisdefinedasunforeseenmischancebringingwithitdestruction damage orinjurytopublichealth safety
orwelfareortheimminentthreatofsuchdestructionorinjury orasaresultofanorderfromtheMayor CAO or
DirectorofFinance

TherearetwotypesofemergenciesunderPublicBidLaw emergencyorextremeemergencyforbothpublicworks
includinglaborandmaterials andforpurchasesofmaterialsorsupplies Intheeventofanemergencyorextreme
emergency thePublicBidLawmaybewaivedprovidedthatnoticewasgiventothepublicbypublishingintheofficial
journalwithin10daysofdeclaringsuchpublicemergencyorassoonaspracticablethereafter

EveryeffortshallbemadetofollowallpurchasingproceduresincludingusingPurchaseOrders POs forallpurchasing
whenfeasible Theemergencypurchasingshallbelimitedonlytothosesupplies materials equipment andservices
ormajorrepairsnecessarytomeettheemergency

Page 5



BeforeapurchaseisdeemedanemergencytheattachedEmergencyPurchaseFormmustbecompletedand
signedbythedepartmentheadandbytwoofthefollowingpeople Mayor ChiefAdministrativeOfficer or
DirectorofFinance

3 RequisitionsandPurchaseOrders

31Requisitions

ArequisitionservestoinformPurchasingoftheneedsofaspecificrequestingdepartmentandtocorrectlydefinethe
materialorservicerequested Therequisitionisnotanorder merelytherequestforthePurchasingAgent to
purchasetheitems orservices inaccordancewithpoliciesandprocedures

DepartmentsshallsubmitaproperlypreparedpurchaserequisitionintoMuniswithanattachedquoteoftheitemor
serviceneeded Allattachedquotesshouldhaveanitempartnumber ifapplicable quantity description andan
authorizedsignature PurchasingwilldeterminehowtoproceedfollowingPublicBidLaw

Allrequisitionsmustbe itemizedwiththevendorsitemnumberanddescription withexceptionto
constructionprojectsorpriorauthorizationfromtheDirectorofFinance

RequisitionApprovals Authorization

ProperlyauthorizedrequisitionsmustbereceivedandprocessedbyPurchasing beforeaPOwillbeissued All
requisitionsmustbesignedbythedepartmentheadordesignee

InaccordancewithPublicBidLaw purchaserequisitionsmaynotbe divided or brokenup inordertocircumvent
monetarythresholdsestablishedbyPublicBidLaworthepurchasingrequirementsestablishedherein

AllrequisitionsshallbereviewedbypurchasingforcompliancewiththeadoptedcapitalizationpoliciesoftheCity
PurchasingapprovalshalloccurpriortothePObeingissued

32PurchaseOrders

Thepurchaseorder PO isalegaldocumentauthorizingthepurchaseofandsubsequentpaymentformaterials
supplies equipment construction repairsandservices ThePOnumberisthecontrolandreferencenumber

PurchasesshallnotbemadewithoutaPObeingissued Serviceprovidersshallnotbegivenapprovaltoinitiatework
byadepartmentunlessaPOhasbeenissuedandprovidedtotherequestingdepartment

Afterthefactpurchasesofmaterials supplies equipment orservicesthatarenotsupportedbyanauthorized
requisitionandPOwillnotberoutinelypaid Additionally theemployeemaybepersonallyresponsibleforpayment
and orawrittenreprimand Purchasingwillnotprocess afterthefact requisitions invoiceswithouttheapproval
oftheCAOordesignee

Anyemployeewhomakesunauthorizedpurchases withoutapurchaseorder willbesubjecttodisciplinary
action whichmayincludetermination
ApurchasingViolationFormwillbesenttoanyemployeethatmakesanunauthorizedor afterthefact
purchase ItistheresponsibilityoftheDepartmentHeadtohavetheemployeesignandtheMayorsign
withinareasonabletime
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Annual Blanket PurchaseOrders

AnnualPOsareusedforgoodsorserviceswhichareusedthroughouttheyearbutforwhichthespecifictimeagood
orservicewillbeneededisunknownuntilcircumstancesrequirethepurchaseofthosegoodsorservices

RequisitionsforannualPOsmustbeclearlymarkedas annual mustcontaina nottoexceed amount andmust
besubmittedbyJanuaryeachyear ThecumulativeamountofpurchasesmadeunderannualPOsshallbetrackedby
therequestingdepartment TherequestingdepartmentisresponsibleforensuringthattheannualPOs notto
exceed amountwillnotbeexceededpriortoplacinganorderforgoodsorservices

BlanketPurchaseOrders

ABlanketPurchaseOrderisapurchaseorderwhichhasbeenissuedtoavendoragainstwhichmultiplepurchases
maybemadeforaspecifiedperiodoftime SimilartoaregularPurchaseOrder Citydepartmentfundsare
obligated ie encumbered upontheestablishmentandissuanceofaBlanketPurchaseOrder
BlanketPurchaseOrdersareissuedforsupplytypecommoditiesandservicesonlytoincreaseefficiencyand
productivityinthepurchaseofsmalldollarrepetitiveitems

ClosingPurchaseOrders

DepartmentsareabletocloseanyPOsthathavearemainingbalancebutarenolongerneededduetothefactthat
thegoodsorservicesdescribedonthePOhavebeenfullysatisfied completed

TocloseaPOthefollowingprocessisused

1 Any department that intends to close out an open PO will need to contact Accounts Payable in the
DepartmentofFinance TherequestingdepartmentwillneedtoprovideinformationrelatedtothePOthey
intendtoclose suchasthePOnumber vendor andtheremainingamountofthePO Additionally the
requestingdepartmentwillneedtoprovidewrittenjustificationastowhythePOshouldbeclosed

2 If therequest is foundacceptable AccountsPayablewillcloseoutthePO unencumbertheremaining
balance and confirm PO closure with the requesting department If the request is deficient for any
reason AccountsPayablewillrequestadditionalinformationfromtherequestingdepartmentpriortothe
closure

Onlyindividualsfromtherequestingdepartmentauthorizedtoexecuterequisitions ie AuthorizedSigners are
allowedtosubmitaPOclosurerequest ArequestforclosingaPOshouldnotbyrequestedbeanydepartmentunless
thedepartmentisconfidentthat

1 Allgoodsorserviceshavebeenreceived completed
2 Allbackorders substitutions nonconforminggoodsareresolved
3 Allvendorinvoicesarereceived

TherequestingdepartmentisresponsibleforensuringthataPOclosureiscommunicatedaccordinglytoany
individualsand orvendorswhoneedtobemadeawarethePOhasbeenclosedandcannolongerbeused charged
back and orinvoicedagainstthePO
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4 Contracts Agreements

41WrittenContracts

Awrittencontractisalegallybindingagreementthatisenteredintobytwoormoreparties Allcontractsand
agreementsaretobereviewedbytheCityAttorneyandCAOpriortotheMayorssignature Acontractwillbe
requiredbasedonthefollowinggoodsorservicesandmonetarycontractvalue

1 ProfessionalServices 10000orgreater
2 NonProfessional EssentialServices 10000orgreater
3 Construction PublicWorks 5000orgreater
4 ServiceAgreements Anyamount
5 LandorRealProperty Anyamount

Toexecuteacontract thefollowingstepsmustbefollowed

1 AllcontractsmustbepreparedbyorincoordinationwiththePurchasingAgent ThePurchasingAgentwill
verifythecontentandfundingavailabilityandthencirculatetotheCityAttorneyandCAOforapproval

2 Afterthecontractdocumentshavebeenapproved Purchasingwillsecuretheappropriatesignaturesfrom
thevendor serviceproviderandCityofficials

3 APOwillbeissuedoncethecontracthasbeenfullyexecutedbyboththevendor serviceproviderandthe
City andisreceivedbyPurchasing TherequestingdepartmentwillbegiventhePOnumberand
authorizationtoissuetheNTPatthat time

4 PurchasingisresponsiblefortherecordationofallcontractswiththeClerkofCourts Office The Clerks
Office returns copies of the recordedcontracttothe DepartmentofFinancetomaintaininitsfile

5 One copy of the contract will be sent to the vendor electronically and via USPS with the original
purchaseorder onehardcopytotheDepartmentofFinance andoneelectroniccopytotherequesting
department

42ContractChangeOrders

Generally achangeorderisusedinconstructioncontractstoaddadditionalworktoaproject todeleteanaspectof
aproject ortoaddadditionaldaystocompleteaproject Achangeordercanalsobeusedtoincreaseordecrease
thecompensationtobepaidtothecontractor Whenaproposedadditionorchangeordertoanexistingpublicwork
contractisoutsidetheoriginalscopeofthecontract itmustbeeithernegotiatedorletbypublicbidratherthanby
changeordertoanexistingcontract

Theneedforachangeordertoaparticularconstructioncontractmayresultfromoneormoreofthefollowing

1 Anerrororomissionintheoriginalcontract
2 Differingsiteconditions whichmayhavepreviously beenunknownprior toconstruction and may

requireachangeindesignormaterials
3 AddinganewspecificationatthedirectionofTheCityofCovington
4 Addingnewitemsofwork
5 Resolvingadispute
6 Changingthesequenceofwork
7 Duringthecourseoftheproject additionalfeaturesoroptionsareperceivedandrequested
8 Theprojectmanagerorengineerdiscoversobstaclesorpossibleefficienciesthatrequireadeviationfrom

theoriginalplan
9 Othercontractualchanges
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Noworkontheproposedchangeordershallbeauthorizedorperformedpriortocompletionofthestepslistedabove
Purchasingisresponsibleforrecordingconstructionchangeorderswhenapplicable

43ContractAmendments

Acontractamendmentisusedinprofessional nonprofessional and oressentialservicescontracts Contract
amendmentsareusedtoexpandthescopeofworktoaproject todeleteoramendanaspectofaproject ortoadd
additionaldaystocompleteaproject Acontractamendmentmustbesupportedbythebasisfortheamendment
anticipatedadditionalcost analysisofcostreasonablenessandtherequestingdepartmentswritten
recommendationfortheamendment Purchasingisresponsibleforrecordingcontractamendmentswhenapplicable

44ContractRenewals

Whenadepartmentintendstocontinueservicewithavendor serviceprovider acontractrenewalisrequired Itis
thedepartmentsresponsibilitytomonitorthecontracttermdatestoensurecontractrenewalsarecompletedtimely
Generally renewingacontractrequires correspondencebytherequestingdepartmentandthevendor service
provider Thisprocessshouldbeinitiatedatleast30dayspriortotheexpirationoftheexistingtermofserviceonthe
contractoragreement

Thefollowingstepsmustbefollowedforacontractrenewal

1 Therequestingdepartmentshallcompletea ContractRenewalLetter confirmingitsintentionstorenew
the contract agreement for a specified term and amount and obtain the vendor service providers
signature

2 Uponsecuringthevendor serviceproviderssignature acopyoftherenewallettershouldbekeptonfile
with therequestingdepartment acopyprovided toPurchasing tobekept inthepurchasingfile

45ContractCancellations

Adepartmentmayrequestcancellationorterminationofacontractor serviceproviderpriortothecontracttermor
agreedupontaskstatedinthecontractforvariousreasons Someexamplesinclude failureto perform poor
workmanship lackofresponsivenesstoCityrequests amongothers

Intheeventthatthedepartmentisconsideringcancellingacontract thedepartmentshoulddocumentallexamples
events actions conversations etc thatleadtothedepartmentsdecisiontocancel

Beforeanyactionistakenbythedepartment theCityAttorneyshallbecontactedtodiscusswhatcourseofaction
canorshouldtakeplace Thiswillalsoensurethattheproperandlegalprocessisfollowed

46NoticetoProceed

NoticetoProceed NTP isanotificationletterfromtheCityaddressedtothecontractor vendor serviceprovider
statingthedateonwhichprojectworkcanbegin Whenacontracthasofficiallybeenawarded executedbyboththe
Cityandtheawardedcontractor vendor serviceprovider andaPOissuedbyPurchasing aNTPcanbeissuedbythe
department

TherequestingdepartmentisresponsibleforissuingtheNTP Uponissuanceandsignaturebytheawarded
contractor vendor serviceprovider acopyoftheNTPshouldbekeptonfilewiththerequestingdepartment acopy
providedtoPurchasingtobekeptinthepurchasingfile
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47ServiceAgreements

Aserviceagreementisacontractwithagivencompanytoprovidemaintenanceserviceonapieceofequipmentor
facilityforaperiodoftime Usuallyagreementsareletonanannualbasisatasetmonthlyfee Toobtainan
agreementonaparticularpieceofequipmentorfacility therequestingdepartmentshallsubmittoPurchasing a
memorandumwiththecompletedescriptionofservicesrequired andtheequipmenttobeservicedand
manufacturersinformation

Purchasingwilldeterminethefeasibilityandcosteffectivenessofobtainingaserviceagreementontheequipment
ServiceagreementsshouldnotbesignedanydepartmentwithoutfirstconsultingwiththeCityAttorneyandreceiving
theproperauthorizationfromtheCAO

48LeaseAgreements

Aleaseagreementisacontractbetweenalessorandlesseethatallowsthelesseetherighttotheuseofaproperty
ownedormanagedbythelessorforaperiodoftime Duringtheleaseperiod thelesseeisresponsibleforthe
conditionoftheproperty Leaseagreementsshouldnotbesignedbyanydepartmentwithoutfirstconsultingwith
theCityAttorneyandreceivingtheproperauthorizationfromtheCAO

49GrantFunding

WhenusingFederalGrantFundstopurchaseitems Departmentscanonlypurchaseitemsthatarelistedwithinthe
GrantandRFP IfBidLawrequiresaRFP ItemsthatarepurchasedwithrantFundscannevergotosurplus without
priorapprovalfromtheGrantAccountantfortheCity TheGrantAccountantfortheCitywillcontactthegrantor
forapprovaltosurplus

5 ProjectTypes

51PublicWorks

Publicworksprojectsaredefinedastheerection construction alteration improvementorrepairofanypublicfacility
orimmovablepropertyowned usedorleasedbyapublicentity

1 Iftheestimatedcostislessthan 5000 thelowestpriceisawardedbyattemptingtoobtainaminimumof
threewrittenoremailedquotes

2 Iftheestimatedcostisatleast 5000butlessthan 250000 thelowestpriceisawardedbyattemptingto
obtainaminimumofthreewrittenoremailedquotesandshallbeletbystandardCitycontract

3 If theestimated cost is 250000orgreater itmustbeadvertised intheofficial journal andopened by
sealedbidbythepublicentityandletbystandardCitycontractthrough theCityscontractingsystem e
works
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Contractswillbeawardedtothelowestresponsibleandresponsivebidderwhobidaccordingtothebidding
documents Thebasicrequirementsforpublicworksprojectsbasedontheseamountsareillustratedbelow

Bonding

EstimatedProject Competition Insurance BidBond Payment State Written Employee
Cost Performance License Contract Verification

Bond
0 5000

Attemptto
5000 29000 obtain3

quotes
Attemptto 5 Bid Mandatory

30000 49999 obtain3 Bond 100 P P
quotes maybe Bondreqd

reqd

Attemptto 5 Bid Mandatory
50000 249999 obtain3 Bond 100 P P

quotes maybe Bondreqd
reqd

5 Bid MandatoryAdvertised Bondreqd250000andup 100 P PandBid Bondreqd

52 ProfessionalServices

ProfessionalServicesmeansworkrenderedbyanindependentcontractorwhohasaprofessedknowledgeofsome
departmentoflearningorscienceusedbyitspracticalapplicationtotheaffairsofothersorinthepracticeofanart
foundedonit whichindependentcontractorshallincludebutnotbelimitedtodoctors dentists psychologists
certifiedadvancedpracticenurses veterinarians architects engineers landsurveyors landscapearchitects
accountants actuaries planners demographersandclaimadjusters Aprofessionisavocationfoundedupon
prolongedandspecializedintellectualtrainingwhichenablesaparticularservicetoberendered Theword
professional impliesprofessedattainmentsinspecialknowledgeasdistinguishedfrommereskill Definition

providedbyLA RS 391484

ForProfessionalService

Allcontractsforprofessionalservicesover 20000mustbeputoutforpublicbidthroughtheRequestforProposal
RPF processinaccordancewithlocalordinances Allproposalswillbereviewedbyaprofessionalservicesreview

committee ArecommendationisthenmadetotheMayor IftheMayorchoosesacontractotherthanthecontract
recommendedbythecommittee theMayormustprovide inwriting anexplanationstotheCouncil

Allcontractsforprofessionalservicesunder 20000maybechosenbytheMayorwithoutthenecessityofobtaining
quotes
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Forallotherservices

Atleastthreequotesaretobeobtainedforservicecostingbetween 2500and 999999 Atleastthreewritten
quotesaretobeobtainedforservicescostingbetween 10000and 29999 Bidsshouldbesolicited obtainedfor
servicesexceeding 30000

Administrationistoimplementandmonitorcontrolsovercontractstoensuretheservicesarenecessaryandthat
contractingouttheserviceisthemostcosteffectivemannerforaccomplishingitsobjectives

Also Administrationmustensurethat

1 Anopenandcompetitiveatmosphereistobeprovidedwhencontractingforservices
2 Contractswithrelatedparties familyandbusinessinterest arestrictlyprohibited
3 Paymentsaremadeinaccordancewiththetermsandconditionsofthecontract
4 ContractsandrelateddocumentationaremaintainedinanorganizedmannerintheChief

AdministrativeOfficersoffice

Thegeneralproceduresforprofessionalservicesare

1 Allprofessionalservicesintheamountof 10000ormoreshallbeletbystandardCitycontract
2 All professional services less than 10000 do not require a City contract and are processed by the

departmentsubmittingarequisition

NonProfessional EssentialServices53

NonProfessional EssentialServicesaretypicallyserviceprovidersusedbytheCity throughouttheyear Some
examplesofthesetypesofservicesincludebutarenotlimitedto windowcleaning grounds lawn maintenance
termite pestcontrol janitorialservices generatorand orACmaintenance andelevatormaintenance

ThegeneralproceduresforNonProfessional EssentialServicesare

1Allnonprofessionalservicesintheamountof 20000ormoreshallbeletbystandardCitycontract
2Allnonprofessionalserviceslessthan 10000donotrequireaCitycontractandareprocessed bythe

departmentsubmittingarequisition

WhenanRFPorRFQisbeingissued

1Therequestingdepartment shallprepareandprovidetoPurchasingalistofthoseindividualsdesignated
bythedepartmentastheEvaluation Committee EC whowillevaluatetheRFP RFQsubmissions Upon
receiptofthesubmissions theECwillperformtheirevaluationsoftherespondents submissions

2UponreceiptandreviewofthecompletedevaluationsbytheEC therequestingdepartmentwillcomplete
andindicatetherecommendedvendorbasedonevaluationresults

3TheCAOwillconfirmthevendortobeawardedontheVendorSelectionFormandreturntotherequesting
department
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6 AdditionalInformation OtherRequirements

61Advertisements
Whenapublicworksprojectrequiresadvertisement itmustbeadvertisedintheCitysofficialjournal Advertisingin
apaperwithalargercirculationmayberequired ormultipleadvertisementcyclesmayberequired Notificationsare
alsomadeontheCityswebsite However websitepostingsdonoteliminatetheneedforadvertisingintheofficial
journal

Theadvertisementshallbepublishedonceaweekfor3differentweeksintheofficialjournal Thefirstadvertisement
shallappearatleast25daysbeforetheopeningofbids Thefirstpublicationoftheadvertisementshallnotoccuron
aSaturday Sundayorlegalholiday Plansandspecificationsmustbeavailabletobiddersonthedayofthefirst
advertisementanduntil24hoursbeforethebidopeningdate Whenattendancebybiddersismandatedataprebid
conference thedate place andtimeoftheprebidconferenceshallbestatedinthefirstadvertisement asperLa
RS 382211

62CityofCovingtonWebsite

NoticeofallcompetitivesolicitationsshallbepostedtotheCityswebsite wwwcovlacom Addendashallalsobe
promptlypostedontheCityswebsite Purchasingisresponsibleforuploadingtothewebsite Publishingsolicitations
ontheCitywebsitedoesnoteliminatetherequirementtoadvertiseintheOfficialJournal

63PublicOpeningofAdvertisedSolicitations

Alladvertisedsolicitationsshallbepubliclyopenedandreadaloud ArepresentativeoftheCityshallbepresentat
eachpublicopening

64Addenda

TheDepartmentbiddingisresponsiblefortakingquestionsfromcontractors vendorsduringthe
solicitation advertisingphaseofaproject Answerswillbepublishedby addenda throughthepurchasingoffice
EachaddendumpublishedshallcontaintheoriginalquestionaswellastheCitysresponse Allvendorswhoobtained
bidorsolicitationpackagesshallbeprovidedwithalladdenda

65ExtendingtheBidorSolicitationPeriod

Bidperiodmaybeextendedupto30daysthroughtheissuanceofanaddendumwithouttherequirementofre
advertising however iftheaddendumisissuedwithin72hoursoftheadvertisedtimeofopeningbids openingof
bidsisextendedforatleast7butnotmorethan21workingdayswithouttherequirementofreadvertising The
addendumshallstatetherevisedtimeanddateofopeningbids Acopyoftheaddendumshallbesentbyregular
mailoremailtoallprimebidderswhohaverequestedbiddocuments

66TimeLimits

Uponreceiptofbidsforapublicworksproject theCityhas45daystoeitheracceptthelowestresponsiblebidderor
rejectallbids IfthecontractorhasprovidedallnecessarydocumentstotheCitywithintendaysoftheopeningof
bidsandnobidchallengehasbeensubmittedtotheCity thecontractorandtheCityshallexecutethecontractnot
laterthan45daysfromtheCitysacceptanceofthelowestresponsiblebid Theawardedcontractorisnotifiedby
Purchasingwithin45days
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Uponexecutionofthecontract theCity within30daysthereafter shallissuetothecontractoraNTP However
uponmutual writtenconsentbybothparties theNTPmaybeextendedforoneormore30dayperiods

67BondingRequirements

BidGuarantee

Abidguaranteeshallconsistofafirmcommitmentsuchasabidbond certifiedcheck orothernegotiableinstrument
accompanyingabidasassurancethatthebidderwill uponacceptanceofhisbid executesuchcontractual
documentsasmayberequiredwithinthetimespecified Contractorsmayberequiredtosubmitabidbondinthe
amountoffive 5 percentofthebidamountonprojectsof 25000ormore Afive 5 percentbidbondismandatory
forpublicworksprojectsof 250000ormore

PaymentandPerformanceBonds

ContractorsarerequiredtosubmitaPaymentandPerformanceBondofnotlessthan100percentoftheprojectcost
forpublicworksprojectscosting 25000ormore PaymentBondisabondwhichassurespayments asrequiredby
law toallpersonssupplyinglaborormaterialforthecompletionorlaborandmaterialsbond ofworkunderthe
contract PerformanceBondisacontractofguarantyexecutedsubsequenttoawardbyasuccessfulbiddertoprotect
theCityfromlossduetocontractorsinabilitytocompletethecontractasagreed

68StateLicenseRequirements

ContractorsarerequiredtoholdanappropriateStateContractorsLicensetoperformpublicworksprojectsvaluedat
50000ormore

7SurplusProperty

71SurplusProperty

Purchasingwillcontactvariousdepartmentsannuallytoconfirmifdepartmentshaveanymaterials equipmentthat
theydeemnolongerserviceable obsolete andornolongerneeded Purchasingwillcompilealistandultimately
enterasaresolutionforCityCouncilapproval

OncetheitemsareapprovedthroughCouncilresolution theitemsarethenconsideredsurpluspropertyandare
offeredforsaletothepublicbytheCity Asaleofthesurpluspropertyisscheduledviapublicauctionthroughan
auctionhousedesignatedbytheCity

Ifadepartmentneedstohavefurnitureorequipmentmoved thedepartmentshouldcontactFacilitiesManagement
andalsonotifyPurchasingoftheirrequest Theitemswillnormallybeofferedtootherdepartmentsbeforebeing
offeredforsaletothepublic

AllsurplusitemswillbehandledbyPurchasinganddisposedofthroughapublicauctionprocess Departmentsdo
nothavetheauthoritytodisposeofCitysurplusproperty Surplusitemscannotbegiventoanotherorganizationor
individual norcanCityemployeespurchaseCitysurplusproperty
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ItemsthatarepurchasedwithGrantFundscannevergotosurplus withoutpriorapprovalfromtheGrant
AccountantfortheCity TheGrantAccountantfortheCitywillcontactthegrantorforapprovaltosurplus

MayorMarkR Johnson
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